Compensatory Time for Travel
Compensatory Time for Travel is a new form of compensatory time off to help compensate employees for time spent traveling when such time is not otherwise compensable.  The following information is a quick overview on the proper use of Compensatory Time for Travel and does not cover all situations.  NRCS policy regarding Comp Time for Travel is outlined in the General Manual at http://policy.nrcs.usda.gov/scripts/lpsiis.dll/GM/gm_360_427_C.htm.  Complete information is available on the Office of Personnel Management’s website at http://www.opm.gov/oca/compmemo/2005/2005-03.asp. 

General Guidelines:

· Comp Time for Travel can only be earned if traveling outside of your official duty station outside of your regular tour of duty AND your travel time is not otherwise compensable under regular pay or overtime provisions.

· Both FLSA exempt and non-exempt employees are entitled to Comp Time for Travel.

· Comp Time for Travel must be approved in writing by the supervisor, in advance (except under extenuating circumstances such as delayed flights).  Email approval is fine.
· Comp Time for Travel should be approved only when necessary.  Every effort should be made to schedule travel during normal working hours.  

· You do not have to be in “Travel Status” to be eligible for Comp Time for Travel. (i.e. eligible for per diem); however, you must be on officially authorized travel.

· Comp Time for Travel is only for use when actually in the process of traveling, i.e. flying by plane, or driving/riding in an automobile, bus, or train between your official duty station and a temporary duty station, or between two temporary duty stations.  It cannot be used once you have reached your destination.
· A meal period must be deducted from travel time if you are in Comp Time for Travel status for 6 hours or more.
· Employees may claim Comp Time for Travel for normal waiting time that occurs while traveling (i.e. the 1 or 2 hours before a scheduled departure, or the 1 or 2 hours between connecting flights).  However, employees cannot claim ‘extended’ waiting periods (i.e. unusually long waits prior to or between periods of travel during which employees are free to rest, sleep, or otherwise use the time for their own purposes) that occur outside normal working hours.

· An employee’s time spent traveling outside of regular working hours to or from home/a transportation terminal within the limits of his/her official duty station is not creditable time in travel status for purpose of earning Comp Time for Travel.

· If an employee travels directly between their home and a temporary duty station outside the limits of their official duty station, they must deduct their normal home-to-work/work-to-home commuting time from their creditable travel time.  However, if the employee travels between their worksite and a transportation terminal (i.e. goes to the airport from the office after normal work hours), travel time outside regular working hours is creditable.

· Washington State policy limits Comp Time for Travel accruals to 24 hours.  Supervisors should not authorize additional Comp Time for Travel until an employee’s balance is reduced below 24 hours.

· Comp Time for Travel expires 26 pay periods (one year) after you earn it.  If you don’t use it, you lose it.
· Comp Time for Travel does not have to be used before any other leave.

· If an employee chooses to drive versus fly he/she will only be able to claim the lesser of the two amounts of hours, i.e., the flight schedule takes 6 hours but the employee decides to drive 8 hours, the employee will only be able to claim 6 hours of Comp Time for Travel.

· Credit Time is not allowed to be charged for traveling to and from work sites, board meetings, training, or other similar activities.  Credit Time can only be used for actual work performed (i.e. when actually at a permanent or temporary work site).

· When Comp Time for Travel is earned, place brief remarks in the Notes section in WebTCAS, showing the day and location traveled.  i.e. 2/28 CSP Training in Omaha, NE.

